VOLUVE |

PCSTAGE METERS

PR
SO\

CHAPTER 6
PART |

MPO POSTAGE METERS

600. PURPGSE . This section, in conjunction with Part 144, DW (reference (i)),
establ i shes policies and procedures for conducting postage neter operations at
MPos . Specific instructions are provided for the procurenment, control, and

operation of postage meters, to include the remttance of funds and reports to
USPS .

601.  GENERAL .

1. Postage neters are furnished to MPCS prinarily to provide a means
of selling |arger denom nations of postage instead of stamps. |Inprints made on
gunmmed tape by postage meters are placed on articles being nailed as evidence
of postage paynent. A postage neter consists of a head and a base that are
used together. The meter head prints the value of postage on a special tape
designed for this purpose. The base operates the neter head. The neter head
is the smaller of the two pieces and is designed to fit on the base (see figure
6-1 for meter base conmponents and figure 6-2 for meter head conponents).

2. Postage neters can be requested by MPOS if parcel mail vol une
warrants. Postages neters and dies shall be procured as prescribed in DoD
4525.6-C (reference (nm). Postage meter equipnent is assigned to a specific
post office or finance unit and may not be transferred to another post office
wi t hout the approval of the accountable postmaster (via JMPAs). Paragraph 608
covers procedures for sending in malfunctioning meters that are still required
by the activity holding them Functioning meters will not be turned into the
accountabl e postmaster by any activity since another activity -(possibly anot her
service) may have a need for them Activities wishing to turn in excess
functioning meters nust send a nessage to JMPAs, requesting disposition
i nstructions.

3. PS Form 3602-PO shall be used to report nmeter sales to the account-
abl e postnmaster, record daily neter register readings, and report postage neter
settings. These forns are issued in pads of 100 forms in triplicate and shal
be requisitioned fromthe serving postmaster by letter (See DoD 4525.6-C). Al
PS Fornms 3602-PO wthin a pad are accountable, serially nunbered, and shall be
i ssued in consecutive order. A separate pad shall be used for each neter
operated at a post office. If a formis spoiled in any manner, all three
copi es shall be marked “Void” and the original forwarded to the accountable

postnmaster.  The duplicate copy shall be retained, intact, in the pad and the
triplicate copy destroyed.

602. CUSTODY- OF METERS

1. The designated COPE at activities where postage neter equi pment has
been issued is responsible for the meter, neter setting keys, neter tools,
operating lever keys, manufacturer’s neter seals, and sealing presses.
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2. Two keys for unlocking the operating |ever of the neter base shall be
furni shed with each meter. One key shall be made available to the operating
clerk during each business day; the other key shall be retained by the COPE
in a seal ed envel ope, PS Form 3977, bearing the signatures of a person desig-
nated to operate the neter and the COPE. Meter seals and tools for setting and
sealing the meter shall remain in the possession of the custodian and not made
available to postal clerks.

3. Wien not in use, neter heads, keys, seals, and tools shall be stored
in safes, to which only the responsible custodian has the conbination. Meter
heads shall be packed in their equi pment cases when safe size allows.

4, When it is inpractical to have the COPE issue the meter and operating
| ever key to the operating clerk (e.g., the meter is operated at a location
away fromthe COPE's duty station, or the COPE is unavailable, postal commanders
shal | designate in witing a PC, or if none is available, a conm ssioned, war-
rant, or nonconmi ssioned officer to serve as nmeter custodian. Meter custodians
so designated shall follow the operating instructions and accounting procedures
for COPES detailed in this chapter; however, they are NOT AUTHORI ZED TO SET OR
OPERATE neters. (See paragraph 607.1).

5.  Meter operators are responsible for locking the neter when not in use
and safeguarding the key. During short absences, the operating clerk shall
| ock the meter base operating |ever; during | onger absences, such as for |unch,
the clerk may release the meter to another clerk for operation. \Wen so
rel eased the followng procedures are required:

a. The ascendi ng and descending register readings shall be witten
on the reverse of the triplicate copy of PS Form 3602-PO and verified and
initialed by both clerks.

b. The regular clerk shall obtain a receipt on PS Form 1096 for
any cash that may be turned over to the substitute clerk for making change.

c. Wen the regular clerk returns, the register readings shall be
noted and verified in the sane nmanner. The ascending and descendi ng neter
readi ngs shall be subtracted to determ ne the anount of neter sales for which
the substitute operator is responsible.

d. The substitute operator shall turn over to the regul ar operator
all funds received fromneter sales during the tine he or she operated the
nmeter and the change fund (if any) received fromthe regul ar operator. The
regul ar operator shall include these funds with the remttance at the end of
t he business day.

e. The substitute clerk shall obtain a receipt on PS Form 1096 for
any cash turned over to the regular clerk.

6. Meter operators are responsible for all postage printed while in
their custody. Tolerance |imts do not apply to nmeter operations. Shortages
shal | be processed as outlined in Chapter 14, paragraph 1403.5. If a clerk
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only operates a nmeter, any overage shall be remtted with the current day’s

business. A letter of explanation shall acconpany the submi ssion explaining
the reason the remttance and the PS Form 3602- PO do not match.

603. | SSUI NG METERS FOR BUSI NESS,

1. The COPE or neter custodian shall:

a. whtérer the date, meter nunber, and the beginning ascending and
descending register readings on the PS Form 3602- PO.

b. Change the date of the meter postmarking die.

c. Verify the entries on the PS Form 3602-PO with the clerk accept-
ing the neter and initial all three copies of the formon the “Supervisor”
|i ne.

d. Release the nmeter and operating |ever |ocking key to the neter
oper at or. -

2. The clerk accepting the meter shall:

a. Verify the entries on the PS Form 3602-PO with the readi ngs of
the ascendi ng and descendi ng neter registers.

b. Initial all three copies of the PS Form 3602-PO on the “Meter
Qperator” |ine.

c. Retain the triplicate copy of the PS Form 3602-PO. The origi nal
and duplicate copies of the PS Form 3602-PO shall be retained in the book by
t he COPE.

604. NMETER OPERATI ONS.

1. Postage neter postage shall be used primarily for parcel post and
registered mail. Cccasionally, clerks may sell meter postage for use on
| etters; however, neter postage normally should not be used as a substitute for
regul ar postage.

2. Clerks shall affix the neter tape to parcels or letters in the
presence of the mailer at the time of the transaction. As an exception, neter
tapes may be sold in a reasonable nunber (not nore than 5) for philatelic
purposes. Philatelic tapes may not be issued for less than 5 cents.

3. Clerks shall use two or nore tapes to cover postage that exceeds the
Oaxi mum amount a single neter tape will print. For exanple, if the total
postage is $12.50, one neter tape could be for $9 and the second for $3.50.

Both tapes shall be affixed properly to the parcel or letter in accordance with
Section 122.37, DMM (reference (i)).

605. CLOSEQU | " OF" DALY METER BUSI NESS.

1. At the close of the business day, the neter operator shall:
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a. Return the neter, operating |lever |ocking key, the funds for
postage sold, (during the business day these funds may be maintained wth
stock funds), and unused nmeter tapes issued in error to the COPE or neter
cust odi an.

b. Verify entries on PS Form 3602-P0 nade by the COPE against the
ascending and descending neter register readings. Sign all three copies of the
PS Form 3602-PO on the “Meter Operator” |ine.

2. The COPE or neter custodian shall:

a. Reinsert the neter operators copy (triplicate) of the PS Form
3602-PO into the PS Form 3602- PO book. Record the ending ascendi ng and
descendi ng neter readings on the PS Form 3602-PO for that day. Subtract both
colums, then conpare these totals, which should be equal. The cash received
fromthe meter operator and unused neter tapes shall equal this total and shall
represent the total sales for the business day.

b. Verify all entries made on the PS Form 3602-PO and sign-all three

copies on the “Supervisor” line. Both the nmeter operator and COPE shall also
print their nane and rank next to their signature (figure 6-3).

c. Prepare a PS Form 1096 for all funds received fromthe neter
clerk in duplicate. Gve the original copy of PS Form 1096 and the conpl eted
triplicate copy of the PS Form 3602-PO to the neter operator.

606. REM TTANCE OF FUNDS.

1. The COPE, or designated custodian, shall remt postage meter funds to
the accountabl e postnaster by registered USPS indicia mail on a daily basis.
(See paragraph 606.4., for flexible credit submissions.) The remttance check
shal | be acconpanied by the original of PS Form 3602-PO original of any voided
PS Form 3602- PO, personal checks (accepted for postage and postal finance
services--see paragraph 501.8), and unused neter tapes issued in error.. Unused
tapes due to error in the operation of the neter or malfunction of the neter
shal | be submtted wth the remttance acconpanied by a PS Form 3533. |f
unused tapes are not available due to nmeter malfunction, a letter stating
ci rcunstances shall be submtted wth the remttance.

2. Treasury checks, mlitary banking facility checks, personal checks,
or no-fee MOS shall be used for the purpose of remtting postage neter funds
to USPS. Cash will never be sent to USPS wi thout prior approval by MPSA.
Checks and no-fee MOS shall be nade payable to the serving postnaster.

3. The check serial nunber, synbol nunber, and anount shall be recorded
on the duplicate copy of the PS Form 3602-PO, or a copy of the bank receipt,
customer’s receipt if a no-fee MOis used (see Chapter 7, paragraph 706.4), or
registry receipt (when personal checks are submtted--see chapter 5, paragraph
501.8d.(4)) shall be stapled thereto and shall be retained by the custodian.

4. COPES with flexible credits shall submt PS Form 3602-PO at the sane
interval as PS Form 1412B (figure 5-11). See paragraph 503.15 for remttance
subm ssion procedures if the flexible credit is issued by an accountabl e
post nast er.
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607.  SETTI NG MPO/FPO POSTAGE METERS

1. Only the COPE is authorized to set the meter. The neter shall be
set at |east once every 6 nonths or whenever the “Credit Bal ance” register
becomes | ess than $100.00 on a business day, whichever cones sooner. Postage
Oeters that can be set as high as $99,999.99 may not normally be set higher
than the anticipated sales for the next 6 months. This anount usually can be
derived by reviewing nmeter sales for the sane period during the preceding year
and adjusting for any increase in postage rates since then. A significant
i ncrease or decrease in population served also shall affect the amount of
postage to be set on the neter.

2. The anount added by a neter setting shall be in a multiple of 10,000
units, which is $100. These units are added to the descending register. For
exanple, if the credit balance in the descending register is $137.75 (13,775
units) and the custodian desires that the clerk have approximtely $5,000 in
credit available, he or she would add 490,000 units ($4,900), thereby increas-
ing the credit balance to $5,037.75 (503,775 units).

3. Tolessen the possibility of error in the amount of postage expended
and reported, the meter nornally shall be set at the beginning of the business
day before conpletion of the top portion of PS Form 3602-PO and issued to the
operating clerk (See figure 6-4). |If necessary, the COPE may set the neter
during the workday but this should be avoi ded whenever possible (See figure
6-5 . Setting the neter during the day can be avoided by ensuring that postage
remai ning on the nmeter is nore than nornally used on any given business day
prior to issuing the meter to the operating clerk. The procedures for setting
the neter are explained in the instruction book furnished by the accountable
postmaster at the tine the neter was issued to the MPO Disregard references
to records of settings as they do not apply to nmeters assigned for use at the
MPO/FPO .

4.  Further information concerning the operation and mai ntenance of
postage meters maybe found in Part 144, DMM (reference (i)).

608. REPAIR OF DEFECTI VE POSTAGE METERS AND BASES. Refer to DoD Postal Supply
Catal og, DoD 4525.6-C, (reference (m).

6-5



VOLUME |

Ny CHAPTER 6

PART 2
OFFI CI AL MAI L POSTAGE METERS

- 610. PURPCSE . This section prescribes the responsibilities arid procedures
for the MPOin regard to official mail postage neters outside the areas served
by the USPS. Oficial mail|l postage neters are used by DoD activities at their
own | ocations for applying postage to their official mail. These neters do not
i ncl ude those used by the MPO for applying postage to personal mail presented
by customers at the MPQO

611. GENERAL REQUIREMENTS.

1. Licensing a Penalty Ml Postage Meter. Overseas mlitary units and
all other federal agencies Oust obtain a license fromthe serving gateway post-
master to use a penalty postage neter and have the neter set at an MPO/FPO.
Agenci es nust submt a separate PS Form 3601-A, “Application for Postage Meter
License,” for each license they request. More than one neter may be assigned to
one license at a given |location (MPO/FPO address) but only one subcode nay be
assigned. Agencies requiring nore than one subcode nust request another
|icense. MPCS are not authorized to issue |icenses, but shall maintain a
supply of PS Forns 3601-A on hand should they be required by a | ocal agency.

PS Form 3601- A shall be conpleted by the requesting activity in accordance with
figure 6-6. The conpleted PS Form 3601-A will be nailed to the appropriate
gateway postnaster:

a. Locations served by Postmaster New York or Mam

U.S. Postal Service

O fice of Mailing Requirenents
Attn: Meter Section

Room 3220, JAF Bui | di ng

New York, New York 10199-9651

b. Locations served by Postnmaster San Francisco or Seattle

U. S. Postal Service

Office of Mailing Requirenents
Attn: Meter Section

1300 Evans Ave, Room 303

San Francisco, Ca 94188-9651

2. The DoD conponent and other federal agencies using official Oeters
are responsible for their operation and use. The COPE or Postal Finance
O ficer at each location where official penalty neters are in use shall nmain-
tain a copy of-the PS Form .3601-A, “Application for a Postage Meter License,”
for each meter with a separate subcode assigned. Meters cannot be used wi thout
a valid PS Form 3601-A issued by the serving gateway postnaster.
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3. Transfer of Meters

a. Meters may be transferred to another |ocation (MPG/FPO) under the
sane license only if they are to be used by the same unit for which the Iicense
was issued. The agency shall notify the serving gateway postmaster and both
the gaining and losing MPQ FPOCs by letter prior to noving the Oeter.

(1) Wen notified in witing by the Iicensee that a neter
currently being set by the MPOis being relocated to another MPQ FPO under the
same |icense, the COPE currently resetting the meter shall:

(a) Annotate the original PS Form 3610 bei ng nai nt ai nedby
the setting MPOw th the register readings at the tine of transfer and the
address of the MPQ FPO where future settings are to be nade. Draw a horizontal

line under this last entry. The PS Form 3610 nust be retained for 3 years.
(See figure 6-7).

(b) Prepare a newPS Form 3610 and send it byUSPS penalty
mail to the MPQ FPO which will make future resets. The PS Form 3610 ‘wi || have
one entry stating the MPO/FPO which previously did resets and the register
readi ngs when transferred.

(2) When the activity first presents the neter for setting at
the newsetting MPQ FPO, the COPE will follow the guidelines in paragraph
613.3. If the PS Form 3610 has not been received fromthe original setting
| ocation, obtain the required information necessary to conplete the form by
t el ephone.

b. Meters may not be transferred between mlitary units w thout
obtaining a new license. Should a mlitary unit be deactivated and the meter
transferred to another unit, a new license shall be obtained.

4. Canceling a license. A license to operate a penalty mail postage
meter may be canceled by the serving postmaster at the request of the governnent
agency assigned the license or by action initiated by USPS:

a. \Wien a request is made by a governnment agency to cancel a license
belonging to their activity:

(1) Verify that all neters being operated under that licence
have been cancel ed.

(2) Prepare PS Form 3604, “Nonuse of Miiling Permt/Mter License”
in four copies (see figure 6-8). Send the original to the address in paragraph
611.1 and second copy to address in paragraph 616.2. Gve the activity repre-
sentative the third copy and retain the fourth copy for the MPQ FPO fil es.

b. When advised of action by USPS to cancel a |license assigned to a
governnment agency for cause (Part 144.23, DMM), the MPQO FPO activity chief
shal | contact_their MACOM postal headquarters for gui dance.

612.  SUPPLI ES REQUI RED.

1L Meter manufacturers shall furnish the COPE with instructions for
setting various types of meters and provide keys to the [ocks on the recording
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nechanism a stylus (used to set the meter), |ead seals, and a sealing device.
The COPE shall maintain the instructions in a binder wwth the PS Form 3610.

The COPE shall requisition additional |lead seals fromthe neter manufacturer
and maintain a supply of the follow ng USPS forns:

a. PS Form 3602-A, “Daily Record of Meter Register Readings.”
b. PS Form 3603, “Receipt For Postage Meter Settings.”

c. PS Form 3610, “Record of Postage Meter Settings.”

d. PS Form 3601-A, “Application for a Postage Meter License.”
e. PS Form 3977, “Duplicate Key Envel ope.”

f. PS Form 3633-G “Daily Activity Recap for Oficial Mil.”

g. PS Form 3533, “Application and Voucher for Refund of Postage and
Fees.”

2. The COPE shall issue a PS Form 3602-A to the neter operator for each
meter when the neter is |n|t|aIIy set or when a book is filled. At the end of
each day that the meter is operated, the neter operator enters into the book
the figures appearing in the ascending and descending registers. |f the sum of
the two figures does not equal the total entered at the last setting, the neter
head shall be taken pronptly to the COPE for exam nation. D sposition of the
PS Form 3602-A is covered in appropriate MIlitary Service regulatory docunents.

613. INITIAL SETTING AND RESETTING OF A METER

1. Oficial mail postage meters used overseas shall be set by the COPE
at the serving MPO.  The COPE shall set the descending register to the anmount
desired by the postage nmeter operator. The COPE shall reset the neter when
requested by the operator (normally, when the credit bal ance register (descend-
ing register) becones less than $50). The postage neter operator shall bring
the nmeter head to the MPO for setting. No neter reset fee is collected.

The COPE, the MPO supervisor, and the postage neter operator shall be present
when official neters are reset.

2. Initial Setting of a Meter. When an agency first presents a postage
meter to the COPE to be set, follow the follow ng steps:

a. Verify that the unit has a nmeter license and that the “U S
Oficial Mil” endorsenent appears in the neter inprint.

b. Set the meter to the anount requested by the agency and conplete
PS Form 3603, “Receipt for Postage Meter Settings.” Use a separate receipt book
fromthat used for commercial neters. A separate PS Form 3603 receipt book is
not required for each official neter being set under the same |icense. (See
figure 6-9).

(1) Check the box provided on PS Form 3603 to indicate this is

the first setting for the meter. Under the Official Ml Accounting System
(OMAS) it is especially inportant that this box be checked.
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c. Conplete PS Form 3610, “Record of Postage Meter Settings.” (See
figure 6-10). Ensure that the meter license nunber is entered on the form
This formw Il be maintained in the MPO/FPO files.

d. Gve the unit representative the original copy of the PS Form
3603. The second copy shall be forwarded with PS Form 3633-G “Daily Activity

Recap for Oficial Muil” to the serving gateway postnmaster (see paragraph 616.1).

The triplicate copy shall be retained in the receipt book.

3. Resetting a Meter. \WWen a unit representative presents a meter for
resetting, the follow ng procedures will be foll owed:

a. Obtain the PS Form 3610 fromthe unit files that matches the
nmeter serial nunber of the nmeter to be set.

b. Set the neter to the anount requested by the unit representative
and conplete PS Form 3603 (See figure 6-9).

(1) DO NOT check the box on Form 3603 indicating first-setting.

c. Conplete the PS Form 3610 to reflect the net setting amount (See
figure 6-10).

d. Gve the unit representative the original copy of the PS Form
3603. The second copy shall be forwarded wth the PS Form 3633-G to the
serving gateway postmaster (see paragraph 616.2). The triplicate shall be
retained in the receipt book.

614. REFUNDI NG SPO LED METER POSTACE.

1. Credit for spoiled penalty postage neter postage will be nmade under
Part 147.252 and Part 147.253 of the Domestic Ml Mnual (DMM) and this para-
graph. Wen presented with spoiled penalty postage neter stanps for refund, the
COPE shal |

a. Assist the unit representative to conplete the top portion of PS
Form 3533. Prepare the PS Form 3533 in duplicate (See figure 6-ha and b).

b. Complete the remainder of the PS Form 3533. In Part |Il of the
form cross-out “Received fromthe Postmaster at the office nanmed above,” so
that the sentence now reads, “Refund in the anount of $ .“ Enter the refund
anount and date, and on the signature line of Part I[I|l enter the words “Offi -

cial Mail™ to indicate that no cash transaction occurred (See figure 6-ha).
(1) DO NOT make cash refunds or apply a refund to a neter.

c. Attach the spoiled penalty neter stanps to the original copy of
the PS Form 3533 and forward with the PS Form 3633-G to the serving gateway
* post master (See paragraph 616. 2).

615. CHECKING A METER QUT OF SERVICE. Oficial mailers nmust bring a postage
meter to the MPO/FPO where it iS normally set whenever the neter’s mechani sm

becomes defective. The COPE will then check the neter “out of service.”
Meters may al so be brought in and checked “out of service” if the activity no
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| onger desires to use the meter. The official mail activity shall also notify
the nmeter nmanufacturer’s representative that this is being done,

e 1. Wthdrawng a Meter. A neter will be withdrawn when the using agency
no | onger needs the neter or when the neter is to be replaced (i.e., the old
meter malfunctions). Wthin the MPS, the follow ng procedures shall be foll owed:

a. Conplete a PS Form 3533, “Application and Voucher for Refund of
, -Postage and Fees” (figure 6-12a and b).

b. Verify the control total against the control total entered on the
PS Form 3610 for the neter.

(1) If the total readings (control total) of the ascending and
descending registers are equal to or less than the control total recorded on
the PS Form 3610 for the meter, the COPE shall:

(a) Credit the agency for the postage left on the neter by
indicating a refund on the PS Form 3533. DO NOT give refunds by cash, check,
or Ooney order for unused postage (See figure 6-12a).

(b) Reset the neter descending register of the postage
meter to zero or as close to zero as the descending register can be set. (Mst
meters will |ock out when the descending bal ance reaches $9.99).

(c) Enter “O" on the PS Form 3533 as the final reading for
the descending register. (See figure 6-12b).

(d) Enter the reason for wthdrawal on the PS Form 3533.
(See figure 6-12b).

(e) Record the register readings for the nmeter on the PS
Form 3610. Indicate on the formthe disposition of the nmeter. Draw a horizon-
tal line under this last entry. The PS Form 3610 nust be retained for 2 years
“(See figure 6-13 and paragraph 611.3(a)(2)).

(f) Gve a copy of the PS Form 3533 to the unit’'s represen-
tative. The original of the PS Form 3533 will be submtted wth the PS Form
3633-G to the serving gateway postmaster (See paragraph 616.2).

(2) If the control total of the register readings of the neter
exceeds the control total of the neter or the neter is malfunctioning, the COPE
shal | :

(a) Advise the unit representative and neter manufacturer’s
representative that a credit for refund can not be nade by the MPO/FPO. In
al | cases of nechanical nalfunction of penalty mail postage neters, a determ -
nation will be made by the serving gateway postmaster. Additionally, advise
the unit representative that the unit’s PS Form 3602-A, “Daily Record of Meter
Regi ster Readings,” for this meter nust be retained for at |east one year.

(b) Request that the meter manufacturer’s representative
furnish a detailed statenent explaining why the neter failed to function
properly in accordance with Part 144.364 of the DMM  This report wll be sent
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by the manufacturer to the appropriate gateway accounting unit (See paragraph
616.2). Upon receipt of the meter manufacturer’'s letter, the USPS gat eway L
accounting unit will nake the appropriate adjustnent to the unit’'s neter PR
account and the unit will be advised.

(1) The neter manufacturer’'s representative wll be
furnished a copy of the unit’'s PS Form 3602-A, “Daily Record of Meter Register

Readings,” a copy of the nost recent PS Form 3603, "Receipt for Postage Meter

~Settings” and a copy of the PS Form 3610, “Record of Postage Meter Settings” for
that Oeter on file at the MPO/FPO.

(c) Reset the descending register of the meter to zero or
as close to zero as the register can be set. (Mst nmeters will lock out when
the descending regi ster reaches $9.99.)

(d) Enter “O as the final reading for the descending
regi ster on the PS Form 3533.

(e) Enter the reason for wthdrawal on the PS Form’533
(See figure 6-12b.)

(f) Record the register readings for the meter on the PS
Form 3610. Indicate on the formthe disposition of the nmeter. Draw under

this entry a horizontal line. The PS Form 3610 nust be retained for 2 years.
(See figure 6-13 and paragraph 615. 3).

(g) prepare a letter explaining circunmstances and attach it
to the PS Form 3533 that will be included with the “Daily Activity Recap for

Oficial Mail,” PS Form 3633-G. (See paragraph 616.2). Gve a copy of the
| etter and PS Form 3533 to the unit representative.

2. Replacing a Meter,

a. Follow the procedures in paragraph 615.1a through 615.1.b.(2).(g)
to cancel the old neter and process a refund credit for any postage remaining
on the neter.

b. Follow the procedures in paragraph 613.1 and 613.2 to install the
new neter.

3. Returning Meters. Meters that have been checked “out of service” will
be returned to the Oeter manufacturer’s representatives bv the PSS Obt ai n
fromthe unit the address of the penalty postage neter manufacturer's represen-
tative or the address to which the manufacturer desires the neter shipped. The
meter wll be nailed to that address by USPS penalty registered mail. |f the
meter representative desires to receipt for the neter at the MPO/FPO, obtain a
receipt fromthe. representative for the meter. Attach this receipt or the
mailer’s copy of the PS Form 3806, “Receipt for Registered Mail,” to the PS Form
3610 for the neter being returned to the manufacturer.

616. REPORTING METER TRANSACTI ONS.

1. APS Form3633-G “Daily Recap for Oficial Mil,” will be prepared each
day a transaction involving official mail meters occurs at an Mpo or FPO |If

transactions involving an official meter do not occur a ps Form 3633-G will not
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be prepared. O ficial mail transactions are not reported by mlitary activi-
ties on PS Form 1412’s.  The PS Form 3633-G will be prepared in two copies as

per figure 6-14. Attach the follow ng docunents to the original copy of the PS
Form 3633- G

a. PS Form 3603 (duplicate copies).

b. PS Fornms 3533 and supporting docunentation (submtted for spoiled
post age) .

¢c. PS Forms 3533 for canceled or replaced neters.

d. PS Forms 3635-G “Postage and Fee Adjustnents for Oficial Mil”
(when received from serving gateway postnaster - used for revenue adjustnents.)

e. PS Forms 1908, “Financial Adjustment Menorandun? (when received
from serving gateway postnaster - used for revenue adjustnents.)

2. Submt the original copy of the PS Form 3633-G with supporting
docunmentation by first class USPS penalty mail to:

a. MPS activities served by Postnmaster New York or Mam.

Mlitary Auditing Unit

Ceneral Accounting Ofice

J.A. Farley Buil di ng

Room 3110

New York, New York 10199-9531

b. MPS activities served by Postmaster San Francisco or Seattle.

CGeneral Accounting Ofice
P.0. Box 886000
San Franci sco, CA 94188-6000.

3. File the duplicate copy in the MPO/FPO fil es.
617. EXAM NATION. COPES shall exam ne the neters when they reset them or at

| east every 6 nonths. They shall determne if the neters operate properly or
i f they have been tanpered with. This shall be done at the MPO.

1.  The COPE shall determ ne whether the seal, register w ndow, breakoff
screws, top cover, or other visible parts have been broken or tanpered with and
whet her the die hub or meter drumis |ocked in hone position. |If evidence of
tampering or breakage is found, the COPE shall retain the neter and subnit a
postal offense report.

2. COPES shall check serial nunbers to see that they agree with those
|isted on PS Form 3610 and that the total of the two registers equals the |ast
entry in colum 8 of the PS Form 3610. If the neter is not registering proper-
|y, the operator-shall take it out of service.

3. COPES shall validate entries on PS Form 3602-A.

6-12



4, In addition to making an entry on PS Form 3602-A, the COPE shall also
make an entry on the PS Form 3610 when a neter is exam ned even though it is
not reset.

5. Except for the COPE, no one may break the seal placed on a postage
meter. Breaking or tanpering with this seal is a postal offense.

618. EQUI PMENT FAILURE.  Service contracts provide for postage neter 0Oainte-
nance and are established and maintained in accordance with individual Mlitary

Service policies. Under no circumstances should the COPE or neter operator
tamper with the meter register.

6- 13
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VOLUME |
CHAPTER 6
PART 3
POSTAGE METERS OPERATED BY DoD CONTRACTORS

619. PURPCSE . This section assigns responsibility and prescribes procedures
for adm nistering USPS postage neters operated by DoD contractors. DoD
contractors authorized to operate postage neters shall only use USPS owned
equi pnent. Leasing of Postage Meters from other sources is not authorized.

620. GENERAL

1. Administrative Procedures. Before shipment of the meter to the
supporting MPO, MPSA shall forward to the COPE a letter of instruction, PS Form
3601-A, an agreenent between the MPO and the DoD contractor covering the use of
the USPS nmeter, and an initial supply of PS Forns 3603.

2. lssuing the Meter. The COPE shall ensure the PS Form 3601-A is
conpl eted and the agreenent is signed before issuing the neter. The COPE may
not set the neter until the contractor provides a check covering the anount of
postage desired. PS Form 1590, “Supplies Equi pnent Receipt,” shall be used to
docunent the transfer between the COPE and the DoD contractor. The PS Form
3601-A, the agreenent, and a copy of the PS Form 1590 shall be naintained in
the MPO files.

3. Setting the Meter. The DoD contractor is responsible for returning
the meter head to the MPO for resetting, with a check for the anount of postage
desired. The COPE shall conplete PS Form 3603 in three copies and distribute
as follows:

a. Oiginal to the contractor.

b. Duplicate and the check covering postage is mailed to the banking
facility of the accountable postmaster (See rule 2, table 6-1). Exception:
COPES with flexible credits issued by apostmaster shall refer to paragraph
503.15 for remttance procedures.

c. Triplicate is nmaintained at the MPQO

6- 14



And are - . . .

S;an(ili ng seconorl] copy USPS gl{ggly Unit
of letter authorizin Room 3]

repair of postage 'g Lami ‘I{%F BYlulI?lngNY 01999951
meters to your Serving W YOrK, NY 10199-9

gateway postmaster San Francisco Support  Services

or Procurenent Specialist senior
Seattle 1300 Evans Avenue, Room 215

San Francisco, CA 94188-9991 -

Pi tney Bowes |ncorporated

Meter Repair Department
Attn: . Karl Rupp
Stanford, cr 04901-6S29

Sendi n? a Post Office
meter for repair

NIE 1. A1 meters will be mailed using registered USPS indicia mail.

Tabl e 6-1. Addresses To Be Used For Repair of Postage Meters
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THESE TWO LEVERS L OCK THE
POSTAGE METER IN PLACE

b

ROLLS SUPPLY RED INK

\y \ -KEY RELEASES THE
LOCKING LEVERS,

. | S
“THISSIDE OPENS 10 THE OPERATING LEVER, WHEN

PRESSED DOAN , RELEASES THE
ng 51?%!;? E INSERTION OF THE PRI NTED TAPE USED POR POSTAGE.

Figure 6-1. Postage Meter Base.
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post age Meter Head.

Figure 6-2.
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THIS REPORT TO ACCOUNTING UNIT

ORIGINAL

-
2
27 Vo Z B 1/ L7 a7
(Unit or Sta © 7 (Meter Mfr.) (Meter No.) (Date)
Thisisto certify that the readings of the registers were as follows at the beginning and end of this day:
¥ vag |

Descending register beginning / j_f/ 9:[ Ascending register end ---L--{ﬁ 7 7

Descending register end | _“___iz_ﬁ _+g _4"_4 4 . Ascending register beginning 7 f i z_iff_

RECEIVED FOR POSTAGE LI 4 747

as determined by the register r eadings

Gp Sotw dnes Y e T _am .y, 4@.%422;

REPORT OF METER SETTING
(Fill in the following only when meter is reset)

Ascending register readings . . . . .
Descending register readings before setting . C e e e e e e e e e
Number of units added . . . . . . C e e e e e e e -+
Descending register after setting . . . . '

PS Form 3602-PO Jan. 1983 Meter set by.

- - - -

Figure 6-3. Daily Report of Meter Business

6-18



ORIGINAL

o

{(Unit or Station) (Meter MTr.) (Meter No~" (Date)
Thisisto certify that the readinga of the registers wer e as follows at the beginning and end of this day:

REPORT OF METER SETTING
(Fill in the following only when meter isreset)

Ascending register readings .
Descending register readings before settmg ...................

Number ofunitsadded :
Descending register after setting

=

5 T
Descending register beginnin Ascending register end L. ]

g gregser begining ||| Fdoetst

E Descending register end - Asceriding register beginhing ? E YL 4o

2 RECEIVED FOR POSTAGE . . ‘.4 I I T O S I

o as determined by the register readings

<

Sl T G2

e (Meter Operator) (Supervisor)

. A7 9 i ¢ o
PS Form 3602-PO Jan. 1983 Meter set by - M.— -

Setting Before Issue. The register reading indicates that the neter

contained 17,575 units ($175. 75) when it was checked out of service

the previous day. The custodian had added 900,000 units ($9, 000) for

a total of 917,575 units ($9175.75) now on the meter. The ascending
register at the time of setting indicated 982,424 units ($9, 824.24)

have been expended by the machine fromthe tine it was originally

placed in operation. After the neter has been set and all entries

conpl eted, the custodian shall sign all copies of PS Form 3602-F@ The
begi nning ascending and descending meter readings aft er setting shall be

entered. on the top of the form The neter is now ready for release to

the operating clerk follow ng the procedures prescribed in paragraph 603.

Figure 6-4. Setting Refore |ssue

6-1 9




THIS REPORT TO ACCOUNTING UNIT

ORIGINAL

AP0 vy 7] 233 Fhos?

T TTOTMEEWHYTTTTTT T (Meter No) (patey

Thisisto certify that the readings of the r?aislters were as follows at the beginning and end of this day: —T
Descending register beginning ____i___i__ / 4_’_;?__ f_if_ Ascending register end ?_?L? pye
Descending register end | -i__ _i_____ 4~ _4'__'_ Ascending register beginning WL L
RECEIVED FOR POSTAGEA-b-dodided 4 ] ded

as determined by the register readings

Vo B—— B — BE e

~Z
Im
T
®)
py
_|
©)
B
<
m
_|
m
0
%)
Il
—
-
Z
®

Ascending register readings . . . . .

Descending register readings before setting
Number of units added .o

Descending register after setting N X :‘.'_'

PS Form 3602-PO Jan. 1983 Meter set by/_é‘.'_"::.%/

Setting After Issue. The beginning descending register reading in the top
portion indicates that the meter contained 14,500 units ($145 ) when the
meter was released to the operating clerk at the beginning of the business
day and a total of 985,499 units ($9, 854.99) (ascending register reading)
expended since the meter was originally placed in operation. The ascendi ng
and descending meter readings in the bottom port ion of the form conpleted
by the custodian at the time of the setting, indicate the operating clerk
has collected S100 in postage funds before the setting. An additional

900, 000 units ($9000) were added. to the descending register and. the neter

returned to service with a total of 904,500 wmits ($9, 045).

Figure 6-5. Meter Setting After |ssue.
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NAME OF ORGANIZATION
APPLYING FOR
METER LICENSE

'ADDRESS OF ORGANIZATTON
WHO WILL HAVE LICENSE
| AND USE THE METER

[ENTER APO/FPO NUMBER
THAT WILL SET YOUR METER

ENTER YOUR MAILING
LADDRESS HFRE

- - - - 5 - e e e m—

US. Postel Service
APPLICATION FOR A POSTAGE METER LICENSE

APPLICANT. File at officc where muilings will be mode, (Part 144, Domestic Mail Menuai}

Name of Applicant (Print or byne)

* 52 CSG/DA

Applicant Telephons No,

&«

Address of Applicant (srees, City. State, 2 Clode] {Frint or (ypef

= | 52 C.SC/DA, APO NFH YORK (09123-5000

0]3 o

‘Meter 1o be se [ ot (Alain affice, station. or branch}
APO NEW YORK 09123

Satting Location ZIP Cod-
09123

Signeture of Applicant

X

DOste

15 skp 1986

ToeE CompLETED BY POSTMASTER

/ (Retein application in pour ﬂf(} A fter application  hes been epproved, dellver

authorization 1o license hol

Licenss Numb,c Date of lssusnce

98} Joerecdea

rs an)i-ﬂu. Dec. 1

Us. Postsl Service
LICENSE TO USE POSTAGE METERS

classcs of nyail.

You #rc authorized to pay pratage on any class of mail by printing meter stamps with postage meters, subject to all conditions applying 1. the various

Poyr Qfice

Dats License No.

Neme of License Holder (Address. City, State and ZIP Code)

52 C8G/DA

/ APO NFW YORK (09123-5000

(S{gnature of Postmaster}

POSTAG  ETERS METER
The colection el this informetion Js surhorized by 39 USC 401, a04. llvﬂuuﬁlodmm«muemmmerﬂhﬂ.“liﬂaﬂhﬂrhﬂuﬁﬁhlﬁl

pubiic, 15 an nppropriste law enforcement agency for investigative or prosscutive purpoter, lo s

o FOur (AguINK, lcshhr«muunwwlh

congresional officy
NLRA, and where partimertt, in 2 legtl procesdiag to which the Posiad Service is o party. Completion for thia form ls volustary, hewever, # this information ls net previded, you will
svvices.

"ot receive mever

> NOTE: INFORMATION WHICH YOU WILL NEED. PLEASE AEAD [T,

(Bucorpes from Chapter |, Dovnentic Mall Manual. Consglt postmansy for wore detalied informstios and for sulaspuont smandments.)

144.1 POSTAGE METERS

13 Meter unmps oy be udtd 1o prrpay reply postage on Firel-Clees lerters, Nats, and
postcards which do net excead 12 ounces or single pisce, specie) fourth-clam, sad Norwry
rate mad.

8. Meter staompe must be primted directly on the envelope, posicard, o label that bears the
reln addrogs of the meter Roesae holder In an amoymt sailiclent 1o pivpay the ap-
proprists postage is full.

». Owly meter samped, return address labels may be waed on single piece, special found-
clort rte o Worary rate mall and these nbels mus sdhere b such & Mmanner 30 they will
nod come off In one plece.

¢ Any pholo'nphk mechanical, of tectronic process, or My combination of suth proc-

e o e A o M (o P AL d'acmvm.)'(':

prepaied 1 10 both syleand contem in (e following form without thenddition O0S’
matter other then 0 retuen  Sddrny:

o plooed here}
NO postace STAMP ngcessany
POSTAGE NAS BEEN PREPAID BY

Joha Doe Compesy
1 Tremomt Suee,
MNew York, N.Y. 100100000 |

d. Reply mall prapald by nter stampe will be delivered only 10 niddress of the meter Normss
holder. 1 the nddrens s ateved, the mail will be heid Tor pantage.
13 METER MANUFACTURERS
Postags mater may ba leassd from suthorised mﬂmumvﬂutwm
¥y the Posial Service for the comirol, operation, malatesance, and replacament, when
necensary, of meters manufaciured by them, The following ulurmnnmmly
suthoriard (0 Jeasy metens to mlilers:

Figure 6-6.

229 The maters is vt cutiodly of the licenses and s tecords mlazing
tiony o lstesi Form J0) munt be immediacely avallable for esaminetion snd sudit by the

relstnd Farg MOLA or iniest Parm WO for exastlaation ol the nost office. sation. o
branch whary it s sagularly set.
228 10 Ve eeser's printing or recording mechaniam is [e sy way faulty, it must be bn-
rvedisioly taken Lo the poul office, sistiom, or Brasch where it i regularly s or

. The

231 A lcense may be revokad if & encier s used in aperating any schame or snisrprise
of wa wnlawlyl charactyr, for nenuse during sny comecutive 13 moniin, or for any fallere
paverning the me of PONMARE MELIrs

i
I
4
ey

144.3 SETTING METERS

At REQUIMEWMENT
a1 Ammmmhwurmm«hﬂlm.nﬂkhnhn

walpd wod choakad Jas-

Sample of How to Conpl ete PS Form 3601-A
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LEAVE BLANK

ENTER YOUR FEDERAL AGENCY

==>"| CODE AND SUB-CODE AS FURNISHED

BY THE OVERSEAS MACOM

DATE SIGNED




;u-m OCT&mlu;oﬂ&

il ——

News and Aduvass of Licermes

wWeS
Unit Value Meruissiveer Code 52 csG ﬁ
Ol 0& /D
Dum;T“bnmJo O osewn

APo Mew YooK 09723 -So00

Mater Baviel Mo i

ki

INSTRUCTIONS  §. When presenied for imtiad setling, enier readings of each regisier s columm J and 4,
1 Whea s meter i presented (o resetling, sdd the sscending and descending regisier readings 10 derermime w heiher the 1olsl aguals the last emtry in column §.
3. 11 the 1otel of repriers does not equal last entry in column K, meter shall nul be 1e9e) bul shall be removed from mervics.
4. When reariting meier, shways wae 100l furnished by manufaciurer for 1his putpose, unless i is an clecitonic meter.
5. After ieseiting, Inck meter snd apply lesd seal. Some dlecironic melers do nol require use of » Jead el
€. Venly entroes on this dheet with newn 1eadings of registers.  (s) Posting in column 7 shall equsl 101a) of entries in columes 4 and 5. (B) Posting in

INITIALS OF THE COPE OR IND

Pz

respectively, whethar 2010 or otherwise, snd include 1he 10ta) thereof in columa §.

IVIDUAL I
! AUTHORIZED TO SET THE METER_

Pt Form 2810, Mo, 198,

Fi gure 6-7.

columns ) snd T snd shiu be the mme a1 entry in meter koim 3602-A
! —— Reding of Aaguiaers Betore Smtng - I o ot
| e ey Avconding Oaseonding Unite Bougn proey-bimay ot 3 ohee G, 7
i 2 {2 “ 5} » m »
AROUGHT PORWARD ¢ [g do qu
od-01-5} 14| 18171910l 1a :l1I gjolojoiof olo9/9ial 9[olojolop
p2-04- %] &9 | BRI98l21v]9 .I:_IHSI olololo|d alol/[als{s] | | lol2lololololo
- 0F- sisloiaigle PE  QEW ! q9o)
4~ —t
o L = <
J y
= —1—-
1 + 4
! - 4
CARRIED FORWARD S

RECORD OF POSTAUE VETER SETTINGS

US. e Osl/. L et RviCE

Sampl e of PS Form 3610 Prepared to Show Transfer of Meter
to a New Setting Locat ion.
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ENTER DATE PSFORM 3604 1S PREPARED |}
ENTER YOUR COMPLETE —

APO/FPO ADDRESS

$1 OFFICL. STATE AND 21P CODE E - M"‘El '.‘-a.sm seavice METER LICE
| APG NEW. YORK 0901 NONUSE OF M PERMIT OR K )
PERMIT/LICENSE NO. DATE OF LASY MAILING ON UBE Or METER PERMIT IMPRINT PERMIT METER LICENSE
; 93457 | (DMM 143.22) m M 144.23)

ENTER THE METER LICENSE £¢ Demastic Mail Manusl (DMM), 145.22 end 144.27 previde that when o permit/licanse holder Joes not meil under the parmit ‘lice

lower portion of this form. If yeur roply is net received within 10 deys, your permit/ liconse will be conceled. U the present parmiv/

o poried of 12 consscutive months it moy be rovekad. [f this pormit/license is to be vesd within the nent 90 dorl. plesse complete
NUMBER TO BE CANCELLED

wwrkonse is concelad, @ now epplication will be required she: " you later desire 1o resume this type of permit/licenss.

CHECK THE "METER LICENSE™ BOX

T0: .

ENTER THE AGENCY © S REASON FOR License 93457 no longer needed by

CANCELLATION OF LICENSE. (I.E. ~¥ USAFE/DA
NO LONGER NEEDED, OR UNIT
DEACTIVATION

77

'OBTMASTER v 7 - —
T Kdwad) (] Vondine

p— #is my/our intention to mail within the next 90 days under the present permit/license.

“SIGNATURE OF APOJFPC_ HIEF ] FIGRATURE AND TITLE
RETURN
T0: .
POSTMASTER

"":.";:' 3604 (RC 21))

Figure 6-8. Sanple of Conpleted PS Form 3604.
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o

MODIFY THE PSFORM 3603 BY ADDING

CHECK THIS BLOCK TO INDICATE THIS IS
THE FIRST SETTING FOR THIS METER. LEAVE
THIS BLOCK BLANK WHEN THE METER IS

BLOCKS FOR LICENSE NUMBER AND
SETTING LOCATION ZIP CODE IF
NOT PREPRINTED ON THE FORM . NEW

RESET PSPORM 3603 W LL HAVE BLOCKS FOR
m—— |_TAIS INFORMATION .
| RECEIPT FOR POSTAGE METER GS '
S 9 | rostes To Moter Sotting Racerd [ | DATE , 7y
a |81 ime 7 vertes wioh shoter g /0/9'/ 86 ORIGINAL ' >ustomer
i L B viiry M ome /:l 2|7lololg| 1 s orrre 2 Mototn{  Yow)
0 | Mutmer Unise St 3 alolololo]o UNIT \glum MFG. CODE |METEA NO. 2
1| S trontieng § /l0|0191 RECEVED FAOW 02 'Ialblll |6|l
IEEES 3l4lolol9 52 €S6 /DA
3| g Tun g ylyl7lo]o /APO NY 09133
Nurmber Uit Sot < p NTOF | TRUST FUND .
: hc“::“ \‘l 410100/0/O SETVING | casn on cneck W *OFFICIAL MRI
m‘::: KA 41¢]/ 0] ofresrorme SeTTING LocAToV 2:
D ke £ 772AY / |APo NY of123 | 59423

/ P8 Form 3000, Feb. 1984

SIGNATURE OF COPE OR |

TOSET THE METER

INDIVI DUAL AUTHORIZED FNTER THE COHPLETE ADDRESS

{ 10 NOT CHECK THESE BOXES J

L
LENTER ‘OFFICIAL MAIL" HERE ]

OF THE ACTIVITY TO WHOM THE
_LICENSE IS ASSIGNED

Figure 6-9. Sampl e of a Mdified PS Form 3603 for Setting a Peralty Mail

Post age Meter

6-24



G2-9

*3uTr3lag TeIITU] 03 paxedoag o19¢ wrog 54 jo o1dumeg "01-9 aand1g
SDNILLIS HIALIN IDVLI0M 40 QHODIY
101AN 5 WL504 5N EUBL o ‘0L O =4 84

| T [T [T avwmsosamur

ElA bl biblo I | | Yolelo t S|ejolb|blZ|B] | T [B-10t0

3 peree I L[ e

(] o~ (1) " 1] 1 i<l (4] (1
L 'wymndg W) g Y hlinog Sy Sujpussang) Bupusaty N
Aq g W10) Pt misliny Bupusseeg PO W Wy 25 SuOLmS by ornses = T M3y 40

smam:m:a._.mmc._.cmmzc:tz.i .,...:........s.._..__...................._....2.._._.3.._...__......4.,,1...“.._._:_mwmp_lmh..v..u..._r..z....r......._.................w.,.
TVNAIAIANI ¥0 Ad0D FHL J0 STVILINI 1528 PO ¥ JO 230 3HRba) L0V 0P 51313 JWOM2312 Jmag (1n peag Adile put 1213w 330 “Bull12a1 algy ¢
‘SAITE WOI) PIAOWII 3q JEYE IAG 12530 2q 10V NS 1310w g Waiagod @Y L5100 110] jeRDI 0w 130 11310da0 JO (N0 YL ) ¢

‘) g3 W) L0005 100 20 HORDS [H10) Syt 1y iR MHWIIP 01 SINIPEII 1ayuTas SUIpuIdaP Pus INIPUION ) PPV "IuNII383 Ju) Painasasd §) 1310w ¢t CE T I 4

"B U0IIONES W 8 )1 TEUN " avondind siN) JO) INIEIANSW AQ PAEIIIING (OO MR SARAIR 1200 Jut) 12630 WY, P F
“§ R0 WY JOILNY) JEI0) 241 SpApu pea ‘FMMIIIE 10 O I3 “ARBALIEEAN Cp P { IWWIADD W 1215820 YT JO SIPE2I 13193 "TULAI [Ip 1) pajudsaid oy | SNOJLONWLSNE

- ......:_ WO []  INWIR  310NMS()
UShED 00aS-£81 40 NI (MIN CgY o ] 10

LY Lt Q\wWQ qlﬂa P W10 30PNy SMOA Nef

PEI9Z] e/ Somog AIVIT)

B L N




Of POSTAGE AND FEES |

("X 3 aL viCE : I'. L ﬁ
APPLICATION AND YOUCHER FOR REFUND

Complete in duplicate by I.VJR'?M ink of indelible pencil and submit to the Postmaster with envelope O wrspper o7 portion
thessof hl;:':)m and 894 yesnses of sender and sddressoe, canceled postage and postal markings. See 147. Domestic Mail
Marwal | X

PRIVACY ACT: The collaction of this infermmtion iy sutherized by 39 US.C. 401, 483, 404, This information will br wend
te reimburse you when 5o service s rendered or when postage snd foes wre paid is excess of the lawful rate. As a routine wae,

this information maay be disclossd 10 an appropriste hdmt*xyiuhﬁhhwmﬂrmﬁ_.

congressionsl office ot ywur request, 1o 2 lobov arganization as required by the NLRA, and where pertinent, s § MODIFY THE PS FORM 3533 BY ADDING
ing to which the Postal Service b » party. Completion of this lerm ks voluntary ; however, if this infarmation BLOCKS FOR LICENSE NUMBER AND

a refund will sot be comidered.

METER SERIAL NUMBER IF NOT PRE-
PRINTED ON TNE FORM. NEW PS FORM

PART I-APPLICATION
{To b compitied by Cusriomur)

3533 WILL HAVE BLOCKS FOR THIS

ueraemtr s Nornd [PEIRE gr Ty pe] Y = INFORMA )
52 €3G /DA L }
T T TR e e pageed2n TR
OF THE WHOM , = .
LI CENSE | S ASSIGNED —'B_PQNEQ YoRK. ©O9123-5000 ReI12b)

|DFompudqxhl-nbefmpddonmmyﬂmnuvhbhbumindhhnWum.(ﬂc 536)

lvcmﬂ Segible unised or spoled meter stamps bess than <oe year old, which are itemized i Part IV on reverse. (AIC 536)

D Umused units i discontinued metar. (AIC 536)

O Other (Explain)

O P.O. Box Service (AIC 535) D Calles Service  (AIC $35)

—— P

"_.régémr%v %m. -,y , o aly/

PART H-VERFICATION OF REFUND
{For Post Office Lse Only)

(List Numbers below)

.ENCY REPRESENTATIVE ]

APO New Yorv 09123

[Vt Oins, Swurs ondl 95 Cote Sution or Brench

/1-0¢-8C

| SIGNATURE ORITNES

CROSS’ out “RECEIVED FRO“ ;FHE POSTMASTER

SIGNATURE OF COPE OR
INDIVIDUAL AUTHORIZED

e

PART HI-RE-EWT FOR REPUND

|_AT THE OFFICE NAMED ABOVE™ —

refundinthe smountof s 7, YT o

11-0%- 286 OFFIcIAL MAIL

(Cerivymra ENTER THE AMOUNT OF REFUND (CREDIT)
AUTHORIZED ON THE REVERSE OF FORM .

DO NOT GIVE CASH REFUNDS FoR UNUSED
POSTAGE .

roomy osder numbes in ln U

hate) {Sgnerure of Payet or 1) - Cherk or Woney Order Number;
Secure the signature of peyer U psyment » made in cath. Whese used, show Treasury ch
of payec's signature.

ENTER "0 FFICIAL MAIL HERE |

7S Form 3603, Feb. 1MS

Fi gure 6-ha. Sample of a Modified PSForm 3533 (Front) For Refunding Penalty
Postage Meter Postage (CreditingAccount of Of ficlal Mailers.
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PART IV PARY ¥ PART VI k
* POSTAGE OR METENR STAMPS POSTAGE METER WITHDAANN FOR FORT OF FiCE LB ONLY
FROM SEAYICE
GROUF AND LIST BY POSTAGE FOR POST OFFICE USE ONLY —
WNTS 0N VALUE E—— =T senvict rEes | ronnns ”E‘.‘,‘“
BLC L TPy ——— A . MIUND |
Jor | avou] rosmace | X Regury
B omm o G
CHECKOUT
prdi AEADING 07 iaserance
DEM ENDIMNOG
AEGISTER AFTRA C.OD.
ENTER SPOILED PENALTY METER Creck OuT ,
POSTAGE BY DENOMINATION. 10 08 o
(SEE PART 147.252, DMM). T o P 7
TR RO debvery ENTER TOTAL OF SPOILED PENALTY
Ot METER POSTAGE SUBMITTED \W| TH
UMNIT vALWUE mg PS
| TOTAL BMEGIAL
METER MANUPACTUAMR HAVICE FEtS
I ]
roeTace o
| POSTACE
e AT 1 Tt roru.
{ COMPUTE BY REDUCTION. | | s &30
| (MULTIPLY TOTAL ABOVE BY swoito weren sines oc | F3|
. Amount foe
| 10 AND ENTER RESULT) ; wpproved 7.47
CEATIFICATION L.
|
o o aits wa e “[TSUBTRACT THE 10% REDUCTION FROM
Weon pproved hew besw douro | AMOUNT OF SPOILED POSTAGE CLAIMED
provided Domen
Coraat || & e Dowe] ENTER THIS TOTAL ON THE FRONT OF
THHE FORM IN PART 111,
POST of FICES HAVING
MORE REVENUE UNITS ANNUALLY
(A wiherived smpisyee) |
+ ALLOTHER PORT OFFICES ’
* k %k k & k & & & % k % * A % & & % & ® * » *®
* NOTE: MPOs/FPOs WILL ATTACH SPOILED *
TOTAL e : 8.30 E FORWHICH THE CLAIM “IS e
P - v on s mancs, * BEING SUBMITTED. THE ORI GINAL PSFORM .
SERVICE FEES - o - ~3533 WITH SPOILED/UNUSED METER POSTAGE
TOTAL REFUND 1 .30 e WILL BE FORWARDED WITH TFE PS FORM 3633-G .
irciet Tom o seeii BNy, meeeat | sromaromEcor s Wiov—— * (SEE PARAGRAPH 500.1. OF THIS LoX.) *
mm‘:‘mxo(-slx:n-& ik | cugcuins our mets [ @  * Kk %k %k ok x Kk * K * %k »w % % % % % k %k » ~
NOTE Otdinatly [ood ghin ‘e sogiamation, o % IXMM 147 lor lace values
:ﬁmummmnl 0D, sarvate we nt | creas of $230.00, |

P8 Paem 353D, Teb. 1985 {Aeverse)

o U.S. GOVERNMENT @ RI N1, MG orriCE:

1998-478-74¢

Fi gure 6-1 | b, Sample of a Modified PS form 3533 (Back) EFqy Refunding Penalty
Postage Meter Postape (Crediting Account of offictal Mailer s.)
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__
Ve PORTAL BEAVICE
APPLICATION AND VOUCHER FOR REFUND
OF POSTAGE ANO FEES

L T a—

Camplete in duplicate by typewsides, ink or indelible penci) and submit 10 the Posimasier with envelo
thareol ha;m'ml ond sddiarsacs of sendes and addicsars, cancelod postage and postal maskings.
Manual { .

01 witpes of poriion
e 147,

stic Msll

te relmbwn you when e service b rendered or when postage and foes are puld In excems of the lawful i
this lalormation may be disclosed (0 an approprisic law ealorcesvent agency for lavesiigative or prowecut
congramional olfloe at yous sequist, (0 8 laber erganiisilon as required by the NLRA, snd wher pertinent,
ing Is which the Postal Scrvice b 8 pasty. Completion of this form bs veluntary; hewsever, il this nlermat)
¢ refund will a0t be conalderad,

PRIVACY ACT: The collectivn of this nforrmation b sytherized by 39 US.C. 401.403, 404. This nformation will b weed

PART | APPLICATION

{Te b compieted by Quitomar}

MODIFY THE PS FORM 3533 BY ADDING
BLOCKS FOR LICENSE NUMBER AND
METER SERIAL NUMBER IF NOT PRE-
PRINTED ON THE FORM. NEW P3 FORM
3533 WILL NAVE BLOCKS FOR THIS
IMTFORMATI N,

[ =TT Mg’ﬂﬁl o iy}
R ¢

OF THE ACTIVITY TO WHOM THE
[DA

LICENSE IS ASSIGNED

Tolaehang No.

A

SAES6/pA
ﬂ' go NE w Yorit 09123-5S000

D3 Postage and special service [ees paid om sccompanying maiter which bs lemited La Purt IV on reverss, (AIC

B Unused units s dixcontinued meter, (AIC 336)

(—\CJ Caller Service (AIC 339)

/..—.a_

O P.0. Box Servics (AIC $35)
0 Othes (Expisin)

"'“533'5"7 </
& i .

[3348

0 Complete und legible unused or spolled metes stamps legs thas one year O] (. which ss fremized in Past IV on reverss. {AIC S16)

{Lin Numbess below)

L SIGNATURE OF

iN)

.GENCY REPRESENTATIVE

//-0¥- 86

»”

{Dett of applucaiva) b Sheppitcan arigined oaly}
PART, l-\unm\-‘jhk! p? ngrunp
/‘ {Fer Past Office L o Only) \ \§
[ Fam O1fue, Bww ana 31F Code Tietiea o Bramh

APO New Yo ©9 a3 ,

—I“l-o'l-Bé

SIGNATURE OF COPE OR
INDIVIDUAL AUTHORIZED

SIGNATURE OF WITNESS 1
VA @M -
g

CROSS OUT "RECEIVED FROM THE POSTHASTER

TO SET TNE METER

/

W*uuuuunun*uunuuuuuu
f[CermTu empovee) # NOTE: |F THE METER |S WITHDRAWN .

PART HI-RECEIPY FOR REPUND

AT TNE OFFICE NAMED ABOVE ™

N—p

- 0Y- OEF'lg,sﬂL AL
ts) 74 gnarure of Payed o¢ Traanury Chesk or 3
Secure the signature of payes U payment U made ia cash. Where used, show Trtasury check
' OP pavet’s signaivie.

. te'und ia the amount of § I']l. b‘f -~

« DUE TO MALFUNCTION ENTER "SEE*

e REVERSE ANDATTACHED LETTER. e
**itiht1tt*i**iiittt*****‘**ittttitt

—

[

ENTER! "CFFICIAL MAIL® NERE |

?S Porm 3611, Fob. 1983

Figure6-12a . Postage Meter.

6- 28

Sample of aModif | €d. PS Form 3533 (Front) for Canceling a Pens].ty



;l PARY IV A, rART V|
POSTAGE OB METEA STAMPS WM:I.:G‘I.I.I. ::.mu-l FOR PORT OPFICS UK Q.Y
SAOUP ANG LIST BY POSTASE FOR POST OFFICE USE ONLY povrrrey T Y 1
UNITS OR vALWE agADINd OF MRV FEER | rUNODANLE ALFUND
o | Aot gt R (82336 | vsan
-iSEL. ARADING OF - rertificd
mereionmrons | 1671 6Y - :
EnscrouY sl _ENTER ZERO NERE |
ARADING OF I 1
2::?::‘.‘:’:‘3".1 )= nd *0.D.
cHicuouUT
AMOQUNT ipecial
' . !O'll D o (¥ ] | S Y nauiling
AARRARARRARNRARAARRAMAS TN ARERRRRRAANRAARA_ Jomrs L1 Fa
NOTE: IF METER IS MALFUNCTIONING oR  #—{""*"*4°C chrey .
CONTROL TOTAL DOES NOT AGREE WITH THE #* [wihud "f"ENTER THIS TOTAL IN PART IIIL
CONTROL TOTAL ON TIE PS FORM 3610 FOR A m......u-.ﬁ!-u of ON THE FRONT OF THE FORM
THE METER LEAVE AMOUNT TO BE REFUNDED . I
PrnEY BowESy "o . | S

AND POSTAGE VALUE BLOCKS BLANK. ENTER %
IN THE REASON FOR WITHDRAWAL BLOCK ®
“METER WITHDRAWN DUE TO MALFUNCTION - #
SEE ATTACHED LETTER. NO REFUND CREDIT #

MADE PER PART 147.251 AND 144.364 OF  *
DHH." (SEE PARAGRAPH 400.1.b.(2) OF *—

. .
.t"gL2‘htiiiiiitiiiii*ttﬁtittilitﬁtttﬂt*tt‘"""

vaLue
: OF THE ASCENDING REGISTER AND THE

F*‘ ot s 171,64 [[ENTER THE CONTROL TOTAL (THE TOT ll
L ABON POR WITHDRAWAL
HIRR BREFORECHECKOUT.

DESCENDDNG

nTCoL TomaL # |
500000

uad

» % B »FNSER»

ENTER THE REASON FOR WITHDRAWAL (1.E. I

MeTER, Mo LONGER. | | \ETER NO LONGER REQUIRED , METER
REQU ARED REPLACED.
———— POST OFFICES MAVING 988 OR
MORE REVENUE UNITEANNUALLY
— [P p———
' ALLOTHER POST OPPICES
_
:8:::6! VALUE s 11eenond Cosier Posimonisd
. '“0:3:‘?":":‘ " ITATION OR DRANCH
JOTAL NEFUND s APO N\’ OCI laa
m——— ~ SIGNATURE OF COPE INDIVIDUAL
] B O "'Q o~ [ AUTIORIZED TO SET THE METER
i rdinurdy ises pud fot mguotion,
m::l::“rmuu ond C.0.0. wrvie o el el $130 oq! .
[ X' B 1] ENE PRINTING OFYITLS l?.‘-‘!'-lll

) Pom 55. 1 4b. 1905 jAtverw)

Figure 6-12b, Sample of aModlfled’SForm 3533 (Back) For cCanceling
a Penalty Postage Metar |,
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o

Homs and A ol LK Mo Swiel i

_O/_ 02 AP0 Nt YorK 09123-5000 Y3457

‘Duvore ot Oomwt
.

INSTRUCTIONS } When peesepied lor imis) setling, aniei seadings of ach regnies im colurim ) sad &, respactively, whiiber Juro o0 oihrrwios, snd taclude 1he totel ihereod ja columa §.

1. Wien o meiny m pessenicd [ag seseading, o84 1 sicending and doss ending 1vgites 1esdingt (o destuming whather thae (oiol squels the iasl satsy Ia columa |

[ d i et ngmin e sl s sk el A s e g e e YR 2 LT A
SET _THE METER

B, Altes arsetiing, ek mricr god opply bead stal Some siecirons meiers 4o agl srquit =+ of 3 kead sepl
L & Veul) eattns on b dheel math new ieadingy of uxmm 191 Porvimng in solumn ¥ shall equst tutel of tatiins i columm § oad §, (b} Pavting il &

columng J ond 7 and aive be 1 same 53 ¢ntry in meier houd, | cim 340] A, S
! Noadung of Regisin L] (1 m ]
Owe Aoy ot ‘;.:..!....!'—,_LMﬂ—-—-— pr antsony oe Amount Coltosted D-:;::“ Raglorer
) o Mm 0 7 " o "
SAOUGHT FORNARD _S_
2.0/-56| 1% _]_1%|7|111]0joit MR Kiaei211)a
2-of.3 29 | lanlalg|alyie| 1 lulajslt T el efalsls
-¢5- q|disiziaigial_| | lvialzlela /

I 640 Td | Randely | &,
AN 1 oV. 74
|_KREP ¢ PCE[R| S

- RARRRRAARANNRARARARAARRRARARACARAARANARAN
* ATTACHTHE NAILER’ S COPY OF THE *
7] ~ ® PS FORM 3806 TO THE PS FORM 3610 *

—* |F MAILED TO MANUFACTURER. |IF THE*
®* METER REPRESENTATIVE PICKS THE METER *
= *® UP FROM THE APO, ATTACH A SIGNED .
* RECEIPT TO THE PS FORM 3610. THE *

PS FORM 3610 MUSTBE RETAINED FOR*

]
* THREE (3) YEARS. .
AARARARANRRARAAAARSANRARAARRAREARARRARKAR

~f- 4~
-1 TL_

1 1
|

i —

4

CARRIED PORWARD $ ‘
] ‘Sl

n Fom N0, M. 190) VS POSTAL RLAVICE
RECORD OF PORTAGE METER SETTINGS

]
-t

Figure 6-13. Sanple of PSForm3611) Prepared to Show shipment of Meter
Back to Manuftacturer. o
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autel Baryion

! DAILY AcTivitTy Recap FOR OFFiciaAL MAIL
I
PRINT COPE'S NAME MHERE |}

epe il By [ BCT -l I.Mal [J ered He.
‘ld’uny hurz, Mssq [1-10-8C | Afo Niw Yoex 07123. So00
) ] ENTER TOTAL AMOUNT OF PENALTY HETER I
| POSTAGE SET ON ALL PS FORMS 3603 I
SET ON DATE OF REPORT.
Permit Sosund- Baninen Poneity L—
o mrint | . Clos P T Wveers
Oporung
Balence )
Revenue i
:Iooo OOy
ENTER TOTAL AMOUNT OF REFUND CREDIT
sametd | FROM PS FORMS 3533 FOR METERS CHECKED
OUT OF SERVICE AND REFUND CREDIT
{ nefd | OF SPOILED PENALTY METER POSTAGE
ATE OF REPORT - *
Adjatmonts LPREPARED ON DATE =750. 00
ENTER THE TOTAL ADJUSTMERT AMOUNT FROM -
PS FORMS 3635~G AND PS FORM 1908 RECIEVED

FROM THE USPS FOR PENALTY POSTAGE METERS
ON THE DATE OP REPORT. THIS FIGURE CAN
BE EITHER A POSITIVE OR A NEGATIVE VALUE,

TIEREFORE A PLUS (+) OR MINUS (~) SICN
IS REQUIRED.

Activity

It 38044
et |/
Retunds F“'—“\ W

o [N mi'\ beoy
| mpuing | .
Sou:- T 3 1) [T g7 G

Cisss
B |HTURST

Reply
DR THE "NUWDER OF FORMS® SECTION TOTAL TUE |
yuunza OF FACH TYPE OF FORM ( FROM LIST BELOW)
Penalty mﬁu@ D ENTER/THE TOTALS NEXT TO THE CORRESPONDING
Tossl Numpat af Pensity Madung Siammeniy X ON E PS FORM 1633-C:
¥ com Faem JOOO G, Marting Stotomant Rogriwer tur For aity l‘o
- [3vam v 3000 . Somg S1avamans Ao loe Pentty FORM 3533 (SPOILED METER POSTAGE) .
»8 Farm 36330, lomary 1904 S FORM 31603,
' PS FORM 3533 (REPLA(.EDICANCELLED METERS)
PS FORMS 3635-G/1908 (METER ADJUSTMENTS)

‘Figure 6-14. sample of Completed PS FOr m 3633-C, Daily Activity Recap,
for Of ficial Mail.

6-3 1




